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Revision History 

Date Version Description 

06/2022 1.6 Updates for Patch OR*3*455: 

• Expanded Log In Section 

• Add Signer Button 

• Additional Signer steps 

• Updated screen captures 

• Updated Title Page, Revision History, Footers, 
and Table of Contents 

• Removed irrelevant ICD-9 text from several 
screen captures. 

• Post to GH. 

10/2020 1.5 Added information about a patient’s preferred name 
on the Patient Selection Screen 

03/2017 1.4 Updated Title Page, Revision History, and Table of 
Contents 

Updated the Login section for use with two-factor 
authentication (2FA) 

08/2014 1.3 Updated Title Page, Revision History, Table of 
Contents and renumbered pages. 

Updated Index. 

Updated for ProPath template compliance. Made 
corrections to reference a generic Provider and Clinic 
in screenshots. Added ICD-10 information to 
screenshots on pages 14-20. 

For patch OR*3*353, changed “ICD-9” to ICD-10, or 
just “ICD” where appropriate. 

08/2014 1.2 Updated for ProPath template compliance. Made 
corrections to reference a generic Provider and Clinic 
in screenshots. Added ICD-10 information to 
screenshots. 

For patch OR*3*353, changed “ICD-9” to ICD-10, or 
just “ICD” where appropriate. 

11/01/2004 1.1 Name Sanitation 

10/18/2004 1.0 First Draft 
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Introduction 

Purpose of Group Notes 
This program was designed to assist providers in documenting group therapy sessions 

and events such as immunization clinics. It allows the easy assembly of patient groups 

based on Clinics, Specialties, Wards, Teams, or Provider lists. It then allows the note 

author to specify parts of a note that apply to the entire group and parts that apply to 

individuals. It does the same with encounter data. After the note and encounter 

information is complete, it provides for a single signature for the entire group. 

Scope of the Manual 
Tasks associated with Group Notes: System setup, workstation setup, creation of notes 

for a group, and collection of encounter data. This manual provides information deemed 

necessary to conduct these functions. 

Audience 
Information in this manual is intended for end users. This usually means providers 

conducting group sessions and limited scope clinics such as for training or vaccination. 
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Using Group Notes 

How Group Notes Works 
Group Notes is a companion to the CPRS (Computerized Patient Record System) Notes 

tab. If you are familiar with creating clinical notes in CPRS you will have little trouble 

with Group Notes. 

Creating notes for a group of patients who have just participated in a group therapy 

session, education, or an immunization clinic follows these steps: 

1. Set the visit location and the date/time for the encounter. 

2. Select the patients involved, compiling them into a list. 

3. Select a note title common for the group. 

4. Enter note information common for the group. 

5. Enter encounter data that is common for the group. 

6. Select individual patients and enter encounter and note information unique to 

each individual. 

7. Sign the notes. 

8. Go back to the patient selection screen and repeat for additional groups. 

Note: If you are interrupted and exit the session before signing the note, Group Notes 

will file notes individually for each patient in an unsigned state and generate 

notifications that there are notes awaiting signature. Any work after exiting Group Notes 

must be accomplished in CPRS. 
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Security 

Select a Certificate 

Cpr providerO . Two 
Issuer: VA Internal Subordinate CA 1 
Valid From: 1/ 31/2017 to 1/31/ 2018 
Click here to v iew certificate prope ... 

Two Cprsp rov·dl r 00001 0 (a . .. 
Issuer: Veterans Arn--=..u..""".....__, ...... ..__ _______ ~ 
Valid From: 8/ 31/ 2' 

Two Cprsprovider 00001 0 (a . .. 
Issuer: Veterans Affairs User CA Bl 
Valid From: 8/ 31/2016 to 8/ 6/ 2018 

two.cprsprovider a .gov 
Issuer: Communications Server 
Valid From: 6/9/ 2017 to 12/6/ 2017 

11iat c 

.....__o_ K _ __,I I Cancel 

Log In 
Users now use a more secure access method called two-factor authentication (sometimes 

called 2FA). Two-factor authentication simply means that you use your Personal 

Identification Verification (PIV) card and your Personal Identification Number (PIN) to 

gain access. If you experience a problem with two-factor authentication, you can select 

Cancel on the dialog that requests a certificate and enter your access and verify code to 

log in. 

Note: To use the new two-factor authentication, each user’s Active Directory entry must 
be “Bound” for each VistA instance. So, if you can access one VistA system, but a 
different one that you access does not work, you will need to contact support to verify 

that your Active Directory entry has been bound to all the accounts you access. 

To login with your PIV card, follow these steps: Double-click the Group Notes icon on 

your desktop or in your VA Apps folder.  

If the Connect To dialog appears, click the down-arrow, select the appropriate account 

(if more than one exists), and click OK. 

In the Windows Security dialog, select the certificate associated with your PIV card and 

press <Enter>. If there are multiple certificates, choose the one that is for “internal PIV 

authentication.” You can see that by hovering over the name for the certificate as shown 

below. 
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Windows SecuritY, 

Cisco AnyConnect - Certificate Selection 
Select the certificate for authentication. 

ActivClien Log i 

Two Cprsprovider 0000 lo (a ... 
Issuer. Veterans Affairs User CA Bl 
Valid From: 8/ 31/ 2016 to 8/6/ 2018 

OK 

Activldentity 

ActivClient 

Cancel 

. 
Please enter your PIN. 

OK Cancel 

Note: If there is a problem with your PIV or PIN, you can select Cancel to revert to 

using your access and verify codes. 

Type your PIN into the dialog that appears and press <Enter>. 

If you lose your PIV card or forget it, there is an alternative way to log into CPRS using 

your access and verify code. Each user should be assigned an access code and a verify 

code. You will need to check with your local facility to get your access and verify codes, 

if necessary. 

To login to CPRS with your access and verify code, follow these steps: 

1. Double-click the CPRS icon on your desktop. The VistA logo window and the VistA 

Sign-on dialog will appear. 

2. If the Connect To dialog appears, click the down-arrow, select the appropriate account 

(if more than one exists), and click OK. 

3. Type your access code into the Access Code field and press the Tab key. 

4. Type the verify code into the verify code field and press the Enter key or click OK. 

Note: You can also type the access code, followed by a semicolon, followed by the 

verify code. Once you have done this, press the Enter key or click OK. 

Group Notes/Encounter Collection User Manual 4 June 2022 



 

       

 

    

   

VISTA Sign-on R~EJ 

Access Code: J****** I ✓ Q_K 

Verify Code: J*******I _J )( ~a.ncel I 
- -

Seiver: ISC5A3 Volume: CUR UCI: DEV Port: _NLAO: 

.iii 

The VISTA Sign-on screen 
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Group Notes in use by: Cprsprovider,Eight (cprsnode1) 

fi le TQols J:!elp 

Search Categories 

@ ~ 

O ~ards 

O ream/Personal 

O ~cialties 

Q ptoviders 

09nics 
0 ~ 
0NoQ.efau t 

fatients (All Patients) 

Cprspatient,Eight 
Cprspatient , Eightyfive 
Cprspatient.Eightyfour 
Cprspatient,Forty 
Cprspaitnet , Fortyone 
Cprspatient , Fortythree 
Cprspatient, Fortytwo 

C s tient Seven 
Cprspatient,Fifty 
Cprspatient, Fiftyfive 
Cprspatient, Fiftyfour 
Cprspatient ,Fiftys ix 
Cprspa itne t, Forty 
Cprspatient ,Fortyeight 
Cprspatient ,Fortynine 
C prspatie nt , F ortyone 
Cprspatient,Fortyseven 
Cprspatie nt, F ortysix 

Cprspatient,Fortythree 
Cprspatie n t , F ortytwo 

Patients l ist for group notes/encounters 

Name SSN A .. s .. Locat ... Admission 

CPRSPATIENT,'THIRTEEN 666-01-30 13 81 F 
CPRSPATIENT,SIXTffN 666-15-9753 61 M 1/14/2020 

CPRSPA TIENT,SEVEN 666-77-7007 43 M 3S (M) 

Primary T .. . 

~; ~ON Patienl(s) Selector D Create Group ~ote [J:gi Start N~ Group ote 

□ X 

Group Encounter 

Group Encounter Provider: 

ICprsprovider ,Seven - Oi&t Staff 

Group Visit Location: 

INVTRITION DIABETES CLASS 

Group Visit Qale/Tme: 

I Feb 5,2021@13: 10 

Cprspatient,Seven 

666-77-7007 

DOB: 

Sex: 

Primary Pro vi .. . 

Jul 07, 1977 

Male 

Bl 

* Remove ~ 

Defining Group Encounter Information and a Patient 
List 
On the same dialog, the user defines two things: 

• the common Encounter Information that will apply to all patients in a group 

• the list of patient names for the group note 

Visit Information 
Information filled in or provided in the Group fields (upper right corner) is carried 

forward by the program into the encounter fields. 

This is the initial Group Notes dialog. The user enters the Group Encounter Provider, the 

Group Visit Location, and the Group Visit Date/Time in the area on the upper right (red 

outline added). 
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Use these steps to define the Group Encounter information: 

1. In the upper right portion of the dialog, select the name of the Group Encounter provider 

from the drop-down list. (You can type the first few letters of the provider’s name to 

move to that area of the list.) 

2. Define the Group Visit Location from the drop-down list. 

3. The visit date/time defaults to the date/time when you launch the dialog or start a new 

group note. If the time is not correct, you can select the icon with three dots, and it will 

bring up a calendar. You can then set the date and time. 

4. You can edit the Encounter information until the group note is created. 

Defining a List of Patients for the Encounter 
From the main Group Notes dialog, the user can define the group of patients to which 

the common note text and encounter information will be applied. These patient selection 

fields and buttons are like the CPRS patient selection screen with a few fields and 

buttons added to facilitate creating group notes. 

Note: If the patients are being selected from a clinic appointment list, the date and 

time of the visit MUST match exactly the date and time of the appointment. 

If there is a mismatch, you will create a duplicate encounter. 

If the patient’s preferred name has been entered into VistA, it will display in parentheses 

after the patient’s first name in the “Patient list for group notes/encounters box,” as 

shown below. 
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Group Notes in use by: Cprsprovider,Eight (cprsnode 1) 

f ile T2ols .!::lelp 

Search Categories 

@AO 

O~ards 

0 IeamJl>ersonal 

O ~ciaities 

Qptoviders 

O ~inics 

0~ 
ONoQefalAt 

Patients list for group notes/encounters 

fatients (All Patients) 

!&lliilWWW 
Cprspatient ,Eight 
C p rs patient , E igh tyfive 
C p rs pa ti ent , E igh tyfou r 
Cprspatient ,Fifty 
Cprspatinet ,Fiftyone 
C p rs patient , Fiftythree 
Cprspatient ,Fiftytwo 

C s tient,Seven 
Cprspatient,Seventy 
Cprspatient, Seventyeight 
Cprspatient,Seve ntyfive 
Cprspatient ,Seventyfou r 
Cprspaitnet,Seventynine 
Cprspatie nt,Seventyone 
Cprspatie nt ,Seventysix 
Cprspati ent,Seventyseven 
Cprspati e nt, Seve ntyth re e 
Cprspatient ,Seventytwo 
Cprspatient ,Sixty 
Cprspatient, Twenty 

Name SSN Age Sex Location Admission 

CPRSPATIENT, THIRTEEN(CPRSPREFERRE 666-01-3013 81 
CPRSPATIENT,SIXTEEN 666-01 -0016 61 M 1/1 4/2021 
CPRSPATIENT,SEVEN 666-77-7007 43 M 3 S (M) 

1&>; ~ow Patient(s) Selector D Create Group !::!_ote ~ Start Ne~ Group Note 

" 

Group Encounter 

Group Encounter Provider: 

I Cprsprovider,Eight 

Group Visit Location: 

jWTRITION DIABETES CLASS 

Group Visit Date/rime: 

I Feb 5,2021@13: 10 

Cprspatient,Seven 

SSN: 666-n-7007 

DOB: .Ju101,19n 

Sex: Male 

~ S~ect 11 

n ~emove 

Primary Team Primary Provider 

□ X 

GI 

Bl 

" m lnqury 

~ Remove ~ 

Note: From this dialog, users can create a list of patients. Users can search for 

patient names and add them to a list. There are buttons to add the name and do an 

inquiry to ensure it is the correct patient. The list of names is displayed below with 

preferred names, if defined, displaying in parentheses after the patient's name. 

Use these following steps to define the Group of patients: 

1. If you want to narrow the list of patients, you can use the Search Categories 

choices. 

2. Select a category, such as Wards, Team/Personal lists, Specialties, Providers, 

Clinics, or PCMM teams 

3. When you select a Category, such as wards, a list of wards displays. Select an 

item to further narrow your search (such as a specific ward, team, or list) to 

display a list of patient names. 

4. Under the Patients box, locate the appropriate name. (You may type a few letters 

of the name to move to that area of the list, or you may scroll.) 

5. Highlight a name. 

6. When you highlight a name, basic demographic information is displayed below 

the Encounter information. If the user is still unsure whether this is the correct 
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patient, the user can select the Inquiry button. When the user selects in the 

Inquiry button, Group Notes displays a dialog with detailed patient demographic 

information. The user can then close the dialog containing the detailed patient 

information and add the patient if that is the right person, or locate the correct 

patient if it is not. As each name is selected, using the Select button or double-

clicking on a name, the name is added under the Patient list for Group 

Notes/Encounters in the lower portion of the dialog. 

7. Review the list. If any incorrect names are in the list, the user can remove 

individual names using the Remove button. If all names need to be removed, the 

user can select the Remove All button. 

8. Using the Select button (or double-clicking on a patient name), the Remove 

button, or the Remove All button, build the patient list. 

9. Once the user has the correct patient names, the user selects the Create Group 

Note button. 
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Notes. in use by.: ...,,... .. _ 
Fil• Action Tool, Help 

Prmlid!tt: 

12) Fe< Al Poll<nll 

1(Al:Sl'Al'JEM ,fJF'!Hff 
1Cl'A;SP-'TIErif ,FO..IRTE8' 
O'll:Si>A TIENT .SIXlelf 

Loation: '' O..lle:: 0.'1/24/ 2022 15:SI 

□ X 

u,doh, . .• 

Common Encounter Data Entry 
Note: Information common to the entire group must be entered before data for an 

individual patient. 

Pressing the Group Notes button moves to the note-building dialog screen. To return to 

patient selection (to add or subtract patients) use the Show Patient Selector button. 

Until you change it by selecting an individual patient, all actions will apply to the entire 

group. 

Note: Use the Update button to modify visit and provider information 

Note: Use the New Note button to select a note title 

Note: Use the New Encounter button to enter group encounter information 

Note-building dialog screen 
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Note Properties 

Progress Note Title: 

SOCIAL /ORK PSYOtOSOCI ~ <SOCIAL roRK PSYOtOSOCIAI. ~(T} ,., 
0121 <HIV CONSENT FORM (10-0 21)> 
10· 10M PSYCHIAlRY ,+!ISTORY /ASSESS"ENT 1"LAl'f < l0· l~YOUAlRY fti!STORY /ASS5SMEJI 
10· lOM-OETO (T} 
10-lOMft)ETO (T} < l0·lCJ-1-0ETO (T}> 
W·lOM~(T) 
10· lOMPHYSJCJAN ID-LEVB.(NOO•TB-Ft.ATE) 
l0· lOMft>HYSICLAN,t,110-lfVEL(T} 
10· lOMPHYSJCIANii>A < 10· 10Mfl'HYS1ClAN"'1llHEVEL(T}> 
O· lOMftl'SYOi!AlRY ,+!IST~Y /ASS6SM;NT ~(T) 

lOM < 10·10M-OETOX(T}> 
lOM <10-lOM~(T}> 
10M < l0· lOM,1>!-fYSICIANft•UO-l.E\/8.(NOO·TB'-1'1..A TE)> 
lOM < 10·10M,1>1-fYSIClAN O-l.E\/8.(T)> 
10M <10·10M CHIAlRY ~y ASSESst-'ENT > 

• · • . ('I·- • '":.: 
1ST <MAJOR Dt:MESSION Cl.IN PATtil'f(/(JJrPt{r/lST VISIT> 
7978E <PHYSICAi. EXAM1NATI00· 10·7978E(T)> 
797cll <OISOiARGE NOTE· 0·79781.(T}> 
7978M <DISCHARGE INSTRUCTIOOS~ 10·7978M(T}> 
9034 <MENTAL STATUS QUESTlOl'fiAIRE~ 10-903 > 

oate/Tffle of Note: I Mar 2 .2022~1s:ss 

Author: I Cprsc,roVICler,Forty -Physician 

OK 

~ 

Common Note Title 
Pressing the New Note button will allow you to select a note title. This will be the note 

title used for each member of the group: 

Note: If the provider requires a co-signer, the co-signer must be designated at the 

time of note title selection. The field for designating a co-signer appears only 

if the author of the note requires a co-signer. The requirement for co-signer 

is a product of the author’s User Class and the set-up of the document in 

TIU. 

This is the “point of no return.” Once you select a title, a note will be created for each 

member of the group. If you exit the program without signing, unsigned notes are 

created for each member of the group and notifications will appear in CPRS that a note 

awaiting signature is available for each of these patients. 

Warning: Objects in boilerplate are problematic for group notes. The first patient 

on the list gets filled in and then the note text is given to each patient. So, 

do not use objects in the boilerplate of these notes titles that would be 

different for each patient. 
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Action Tool< H•lp 

@R1rlll,P•­

Sclo,;;lcdpol!crl1>: 

CPR.9'A'l'tl:l(r/;J'TE!H 
~ ATIENT ,FCIUR;Tl:B' 
Cl'I\SPATIBIT Sl)ITE8,I 

□ X 

Ddllio!nc 1 /NHaJ Oal:e:: 03/ 24/ 2022 1~ 

Common Note Text Entry 
If the note title selected contains boilerplate text, it will appear in the Common note 

content pane. You may edit the contents of this boilerplate and/or add additional text. 

Note: When ready, press the New Encounter button to continue to common 

encounter data 

Note: Add or modify common note text in the top panel on the right side 

Note: For CACs and ADPACs: When setting up boiler plate that will be used in 

Group Notes be aware that inserted objects that import specific patient data 

will not work properly. Do not put TIU objects in this boiler plate. 

Exceptions to this rule are objects that are general in nature such as the 

current date. 
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nter rorm fa, Group of 3 Paiient. 1 E/1 HCU (Mar 2'1,2022@15:58) 

Sl!lmeC«nectioo &. Aal.edD~ 

" 

c ; oVldcf l'oo _ - .,,. ... 

□ 

'Id lie!atl!d To 
Yeo No 

seo..;,;e Connect~ Condll()n 
Combat Vet ICon\bal R ec:11 
AQl!l'II01anqeE1100&U1e 
lorur.Q R~icnEKPOSU1e 
S~t At~ C-on6il(nl 
Si,gt,oo,d H.oza1d <llld Oel 
MS 
HIN!d and/01 Neck C,incer 

Cmm ~ IOI encoo.ril!t 

X 

Common Encounter Entry 
The Group Notes encounter form is customized for group entry. At this point in the 

program only tabs that would be common to all patients are displayed: 

Encounter Form 

Fill out the encounter form the way you would normally perform this operation, and 

then press the OK button. The following dialog will display: 
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Group Notes. in use by: Cprs.doctor,Fo urfivefive (vhai s.pd bs.ets656.vha .med.va.gov) 

File Action Tool, Help 

Provider: CPRSDOCTOR,f-0\JRFIVEFIVE Location: DIGMA HEP C Date: 06/29/ 2022 16:03 

!;21 For All Patients [ Change N~ New Encounter. .. [ Edit Encoun~ Sign Note ... 

Common note content fo r group patients. Title: 410 D PROGRESS NOTE 

• • I 

Encounter Data for all patients 

Pa t i ent : CPRS PATIENT , EIGHT (CPRS PRE FE RRED ) 

Save w/o Sign 

NEW PATIENT Det a iled Low Complex i t y - 0 Percen t I mpaired, Lt d , Re5 , 

Pa t i e n t : CPRS PATI ENT , EIGHTEEN 

NEW PATIENT Detailed Low Complex i t y - 0 Pe r cen t Impaired, Lt d , Re5 , 

Show Patient(s) Selector Create Group Note I Start New Group Note 

□ X 

Update ... 

Add Signers ... 

" 

" 

Exit 

The dialog below displays the Encounter information you entered in the Encounter Data 

for all patients pane. 

Note: Group encounter data appears in the pane below "Encounter Data for all 

patients" 

Note: ICD-10-CM Diagnosis information will display if the encounter date is on or 

after the ICD-10 activation date 

Note: If you need to enter Encounter data for an individual patient, please see 

Individual Encounter Entry 
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NotC$ tn use by. 

Tools p 

O'RSPATIENT .F<lUUB:t 
O'RSPATIENT .SIXTffN 

0 X 

: SOOAI. W0RJ( JNTAI(! ,ASSf,!T,HIG! IUSI( SCll£!N l'ORN I0-13'!'1(T) 

~1'onll no lltl<I for ~ATIENT .Flf'T'E!N : SOCIAi. WCIAK IHT.AICI: A$SMT 1)1,US,C ~ f<lRl,t 10·1)49(1') I ----. 
---~l 

~ do for O'RSPATl!NT ,l'tl'Tml 

01.&po••· · 
Pi:1.aary llcobOl Abu•• v1.~ Al.coho -t..Ddu'eed Mood Oi.sorder UC'l>-10-at: FlO . 14 ) 

Proced'l.u•• : 
Akohol 11~11 , lnaob • 1 elus I ~ 2 Chu C l'l>clr,v, 

Individual Note Text Entry 
When an individual patient is selected, the Additional note text pane becomes active. 

Note: When finished customizing individual notes, press the Edit Encounter button 

to customize individual encounter data 

Note: Type information specific to the selected patient in the Additional Note text 

pane 

Note: Click in the left pane to repeat for each patient that needs specific note text 

Note: ICD-10-CM Diagnosis information will display in the pane below "Encounter 

Data for CPRSPATIENT…" if the encounter date is on or after the ICD-10 

activation date 
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Form for Group of 3 Patients 1 E/iNHCU (Mar 2A,2022C15:S8) 

Viii Tll"' D~ ~C$ I~ P~~ Ed H~ F«t.o<i 

Cp,movidor.Si,, • F'hpcian 
Coomovidl!r.Jk..., •Ncue Ptactilme,-

MocJfiers 

,. 

" 

.., 

□ 

Vid Flelatl!d To 

Y~ No 
Seiiw:e c-e1e<1 Condl,on 
C'"1!bol: lie!. ICG!ribol R~cdl 
AQmt Oranqo E tCOOSt..10 

lomr'IQ R~EKPO!t..le 
S~tA.~ ConcillCW'S 
Shoboo!d H6r.,.d ond Ocl 
MST 
H-t ard/01 tl~k Cenoer 

QK 

X 

Individual Encounter Entry 
When an individual patient is selected the encounter form now shows all tabs. 

Note: Use the Encounter Form dialog to enter Encounter data that applies only to 

the specific patient 

Note: ICD-10-CM Diagnosis information will display in the pane below 

"Encounter Data for CPRSPATIENT…" if the encounter date is on or after 
the ICD-10 activation date 
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Action Tools Htfp 

1.oatiaft: 1(/NHCU Oaotc-. 03/ 24(202 15:SI 

OF« AIPa-

,.Sdtcled ___ PI _______ __. eo,,,_,-contlnt for O!RSPATl!Nf ~ 
Cl'R.SPATIE!fr FlFTmf 

Cl'IISPATIENT,SOOHH Como, 'om,,, C 

,oiliOMl l'll>b!! WCI fot CJIRSPATIBIT .f()Ullml : SOClAl IIORJ( INTAICE AS5MT: Qi RISI( SO!fEN FORM 10• l3'19(T) I Jnchlel>air,ob!! l!tl<t w Pabtr'1Fo..Fltt!'I 
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Note: When all data has been entered press the Sign Note button at the top of the 

screen to display the Sign Note window 

Note: The individual encounter data in the bottom pane only appears when that 

patient is selected 
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Group Signing 
When the Sign Note button is pressed the program automatically selects For All 

Patients. If any encounter data is missing such as service-connected status, the program 

will prompt you for it at this time. 

Note: When you sign the note in the Sign Note dialog, you are signing 

for every patient in the group 

Note: ICD-10-CM Diagnosis information will display in the pane below 

"Encounter Data for CPRSPATIENT…" if the encounter date is on or after 
the ICD-10 activation date 

If business rules specify that you need a co-signer, notifications will appear in CPRS to 

the effect that the expected co-signer has notes ready to sign. 
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Group Notes in use by: Cprsdoctor,Fou,fo1efive (vhoispdbsets6S6.vho.med.vo.gov) 

File Action Tools Help 

l'rovider: Cl'RSDOCTOR,FOORFIVEFNE Location: l'HE WOMEN'S LIFESTYLE MGMT 1 Date: 05/18/2022 16:37 

D For All Patients 

Selected patients: 

RSPATIHIT FOURTEEN 
CPRSPATIENT,FIVE (JORDAN) 

>,o Pat,ent(s sci etc 

Ill 

New Encounter... E 

Common note content for CPRSPATIENT,FOURTEEN Title: 410 D PROGRESS NOTE Signed 

Common information for all patients. Test Additional Signers. 

A!!ditional note text for CPRSPATIENT,FOURTEEN Tit le: 410 D PROGRESS NOTE Signed 

Encounter data for CPRSPATIENT,FOURTEEN 

eate Group ote [ Start New Group N~ 

□ X 

Update. 

Add Signers ... 

Enabled~ 

Exit~ 

After the signature has been accepted, if the Group Note has been set up for additional 

signer(s), the Add Signers button becomes enabled. 

Note: You can assign one patient or more than one patient 

ICD-10-CM Diagnosis information will display in the pane below 

"Encounter Data for CPRSPATIENT…" if the encounter date is on or after the 

ICD-10 activation date 
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Group Notes in use by: Cprsdoctor,FourfN'efive (vhaispdbsets656.vha.med.va.gov) 

File Action Tools Help 

Provide r : CPRSDOCTOR,FOURFIVEFIVE Location: PHE WOMEN'S LIFESTYLE MGMT 1 Date: 05/18/2022 16:37 

D For All Patients ,Je New Encounter... Ed E r" r er S ,.,, l'lte. s 

Selected patients: 

PRSPATIENT,FOURTEEN 
Common note content for CPRSPATIENT,FOURTEEN T itle: 41 0 D PROGRESS NOT E Signed 

Common information for all patients. Test Additional Signers. 
CPRSPATIENT,FlVE (JORDAN) 

Ide nt ify Addit ional Signers 

Author (not editable) 

ICprsdoctor,Fourfiv efive 

Se lect or enter odditiona.1 signers 

C rs nurse T wo • Req1s1ered Nurse 

Cprsbp,Doc - Adjudicator 
Add 

Cprsbp,Doctor - Doctor R T>O' 0 

Cprsbp,Doctorbp - Doctor 
Cprsbp,Three - Physician Assistant Student [ Remove Al l 
Cprsbp,T wo - Physici= Assistant 
Cprsclerk.One - Clerk 
Cprsdctr,Sv nofnin - Doctor 
Cprsdoctor,Fourfivefive - Doctor 
Cprsdoctor,Prince - Doctor 
Cprsdoctor,Sheikhtest - Doctor 
Cprsjagphys,Six - Doctor 
Cprsmhprovider,One - Physician Assistant 
Cprsnurse.Brondt- Registered Nurse 
Cprsnurse,One - R~ered N urse 
19flt➔,MG¥i&·AmfiMfffllSUIG-
Cprsphysician,Clone - Chief, Pulmonary Medici 
C rs h sic ian,Jo Fellow- Fe llow Cardiolo9}' P , v 

Exp ected Cosigner (not editable) 

Current odditionol signers 

Cprsbp,Doctor 
Cprsbp,Doctorbp 
Cprsnurse.Tw o 

OK 

□ X 

Uodate 

- s 1n Add Siimers 

X 

Cancel Exit7 

To add Additional Signer(s): 

1. Click the Add Signers button 

2. Select and add additional signer(s) from the Identify Additional Signers Dialog. When 

finished, click the OK button 

Identify Additional Signers Dialog 
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Repeat 
To return to the patient selection dialog with a clean slate to enter another group note, 

press the Start New Group Note button. Otherwise press the Exit button 

Note: Press the Start New Group Note button to start over on a new group 

Note: ICD-10-CM Diagnosis information will display in the pane below 

"Encounter Data for CPRSPATIENT…" if the encounter date is on or after 
the ICD-10 activation date 

Patient Selection Dialog 
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Glossary 
ADPAC Automated Data Processing Application Coordinator. A 

VistA software expert who usually works for IRMS. 

Boilerplate A pre-defined TIU template that can be filled in for Titles, 

speeding up the text entry process. TIU exports several 

Titles with boilerplate text which can be modified to meet 

specific needs; sites can also create their own. 

For Group Notes, a title with information that would be 

common for each member of the group works well. Any 

TIU objects used in boilerplate are filled in as if for the first 

patient, so avoid objects in Group Notes boilerplate. 

CAC Clinical Application Coordinator. A software specialist 

who usually works for one of the medical center services. 

CPRS Computerized Patient Record System. A front-end program 

that attempts to provide all VistA functionality in a 

Windows interface. Currently CPRS is being re-written to 

work in any windowing system that supports a web 

browser. This will allow users to access VistA from UNIX 

and Macintosh based systems. The target date for release of 

this advanced system is third quarter 2005. 

IRMS Information Resource Management Service. 

TIU Text Integration Utilities. An umbrella package with the 

purpose of combining all clinical note processing into a 

single entity. In CPRS, TIU is represented by the Notes tab. 

VDL VistA Document Library. A service of the Department of 

Veterans Affairs to provide documentation to all users. 

Anyone can access the VDL at web address: 

www.va.gov/vdl/ 
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	Introduction 
	Purpose of Group Notes 
	Purpose of Group Notes 
	This program was designed to assist providers in documenting group therapy sessions and events such as immunization clinics. It allows the easy assembly of patient groups based on Clinics, Specialties, Wards, Teams, or Provider lists. It then allows the note author to specify parts of a note that apply to the entire group and parts that apply to individuals. It does the same with encounter data. After the note and encounter information is complete, it provides for a single signature for the entire group. 
	Scope of the Manual 
	Scope of the Manual 
	Tasks associated with Group Notes: System setup, workstation setup, creation of notes for a group, and collection of encounter data. This manual provides information deemed necessary to conduct these functions. 


	Audience 
	Audience 
	Information in this manual is intended for end users. This usually means providers conducting group sessions and limited scope clinics such as for training or vaccination. 

	Using Group Notes 
	Using Group Notes 
	How Group Notes Works 
	How Group Notes Works 
	Group Notes is a companion to the CPRS (Computerized Patient Record System) Notes tab. If you are familiar with creating clinical notes in CPRS you will have little trouble with Group Notes. 
	Creating notes for a group of patients who have just participated in a group therapy session, education, or an immunization clinic follows these steps: 
	1. 
	1. 
	1. 
	Set the visit location and the date/time for the encounter. 

	2. 
	2. 
	Select the patients involved, compiling them into a list. 

	3. 
	3. 
	Select a note title common for the group. 

	4. 
	4. 
	Enter note information common for the group. 

	5. 
	5. 
	Enter encounter data that is common for the group. 

	6. 
	6. 
	Select individual patients and enter encounter and note information unique to each individual. 

	7. 
	7. 
	Sign the notes. 

	8. 
	8. 
	Go back to the patient selection screen and repeat for additional groups. 


	Note: If you are interrupted and exit the session before signing the note, Group Notes will file notes individually for each patient in an unsigned state and generate notifications that there are notes awaiting signature. Any work after exiting Group Notes must be accomplished in CPRS. 

	Log In 
	Log In 
	Users now use a more secure access method called two-factor authentication (sometimes called 2FA). Two-factor authentication simply means that you use your Personal Identification Verification (PIV) card and your Personal Identification Number (PIN) to gain access. If you experience a problem with two-factor authentication, you can select Cancel on the dialog that requests a certificate and enter your access and verify code to log in. 
	Note: To use the new two-factor authentication, each user’s Active Directory entry must be “Bound” for each VistA instance. So, if you can access one VistA system, but a 
	different one that you access does not work, you will need to contact support to verify that your Active Directory entry has been bound to all the accounts you access. 
	To login with your PIV card, follow these steps: Double-click the Group Notes icon on your desktop or in your VA Apps folder.  
	If the Connect To dialog appears, click the down-arrow, select the appropriate account (if more than one exists), and click OK. 
	In the Windows Security dialog, select the certificate associated with your PIV card and press <Enter>. If there are multiple certificates, choose the one that is for “internal PIV authentication.” You can see that by hovering over the name for the certificate as shown below. 
	P
	Figure

	Note: If there is a problem with your PIV or PIN, you can select Cancel to revert to using your access and verify codes. 
	Figure
	Type your PIN into the dialog that appears and press <Enter>. 
	Figure
	If you lose your PIV card or forget it, there is an alternative way to log into CPRS using your access and verify code. Each user should be assigned an access code and a verify code. You will need to check with your local facility to get your access and verify codes, if necessary. 
	To login to CPRS with your access and verify code, follow these steps: 
	1. 
	1. 
	1. 
	1. 
	Double-click the CPRS icon on your desktop. The VistA logo window and the VistA Sign-on dialog will appear. 


	2. 
	2. 
	2. 
	If the Connect To dialog appears, click the down-arrow, select the appropriate account (if more than one exists), and click OK. 


	3. 
	3. 
	3. 
	Type your access code into the Access Code field and press the Tab key. 


	4. 
	4. 
	4. 
	Type the verify code into the verify code field and press the Enter key or click OK. 



	Note: You can also type the access code, followed by a semicolon, followed by the verify code. Once you have done this, press the Enter key or click OK. 
	The VISTA Sign-on screen 

	Defining Group Encounter Information and a Patient List 
	Defining Group Encounter Information and a Patient List 
	On the same dialog, the user defines two things: 
	• 
	• 
	• 
	the common Encounter Information that will apply to all patients in a group 

	• 
	• 
	the list of patient names for the group note 



	Visit Information 
	Visit Information 
	Information filled in or provided in the Group fields (upper right corner) is carried forward by the program into the encounter fields. 
	P
	Figure

	This is the initial Group Notes dialog. The user enters the Group Encounter Provider, the Group Visit Location, and the Group Visit Date/Time in the area on the upper right (red outline added). 
	Group Notes/Encounter Collection User Manual 6 June 2022 
	Use these steps to define the Group Encounter information: 
	1. 
	1. 
	1. 
	In the upper right portion of the dialog, select the name of the Group Encounter provider from the drop-down list. (You can type the first few letters of the provider’s name to move to that area of the list.) 

	2. 
	2. 
	Define the Group Visit Location from the drop-down list. 

	3. 
	3. 
	The visit date/time defaults to the date/time when you launch the dialog or start a new group note. If the time is not correct, you can select the icon with three dots, and it will bring up a calendar. You can then set the date and time. 

	4. 
	4. 
	You can edit the Encounter information until the group note is created. 



	Defining a List of Patients for the Encounter 
	Defining a List of Patients for the Encounter 
	From the main Group Notes dialog, the user can define the group of patients to which the common note text and encounter information will be applied. These patient selection fields and buttons are like the CPRS patient selection screen with a few fields and buttons added to facilitate creating group notes. 
	Note: If the patients are being selected from a clinic appointment list, the date and time of the visit MUST match exactly the date and time of the appointment. If there is a mismatch, you will create a duplicate encounter. 
	If the patient’s preferred name has been entered into VistA, it will display in parentheses after the patient’s first name in the “Patient list for group notes/encounters box,” as 
	shown below. 
	P
	Figure

	Note: From this dialog, users can create a list of patients. Users can search for patient names and add them to a list. There are buttons to add the name and do an inquiry to ensure it is the correct patient. The list of names is displayed below with preferred names, if defined, displaying in parentheses after the patient's name. 
	Use these following steps to define the Group of patients: 
	1. 
	1. 
	1. 
	If you want to narrow the list of patients, you can use the Search Categories choices. 

	2. 
	2. 
	Select a category, such as Wards, Team/Personal lists, Specialties, Providers, Clinics, or PCMM teams 

	3. 
	3. 
	When you select a Category, such as wards, a list of wards displays. Select an item to further narrow your search (such as a specific ward, team, or list) to display a list of patient names. 

	4. 
	4. 
	Under the Patients box, locate the appropriate name. (You may type a few letters of the name to move to that area of the list, or you may scroll.) 

	5. 
	5. 
	Highlight a name. 

	6. 
	6. 
	6. 
	When you highlight a name, basic demographic information is displayed below the Encounter information. If the user is still unsure whether this is the correct 

	patient, the user can select the Inquiry button. When the user selects in the Inquiry button, Group Notes displays a dialog with detailed patient demographic information. The user can then close the dialog containing the detailed patient information and add the patient if that is the right person, or locate the correct patient if it is not. As each name is selected, using the Select button or double-clicking on a name, the name is added under the Patient list for Group Notes/Encounters in the lower portion 

	7. 
	7. 
	Review the list. If any incorrect names are in the list, the user can remove individual names using the Remove button. If all names need to be removed, the user can select the Remove All button. 

	8. 
	8. 
	Using the Select button (or double-clicking on a patient name), the Remove button, or the Remove All button, build the patient list. 

	9. 
	9. 
	Once the user has the correct patient names, the user selects the Create Group Note button. 



	Common Encounter Data Entry 
	Common Encounter Data Entry 
	Note: Information common to the entire group must be entered before data for an individual patient. 
	Pressing the Group Notes button moves to the note-building dialog screen. To return to patient selection (to add or subtract patients) use the Show Patient Selector button. 
	Until you change it by selecting an individual patient, all actions will apply to the entire group. 
	Note: Use the Update button to modify visit and provider information Note: Use the New Note button to select a note title Note: Use the New Encounter button to enter group encounter information 
	P
	Figure

	Note-building dialog screen 

	Common Note Title 
	Common Note Title 
	Pressing the New Note button will allow you to select a note title. This will be the note title used for each member of the group: 
	P
	Figure

	Note: If the provider requires a co-signer, the co-signer must be designated at the time of note title selection. The field for designating a co-signer appears only if the author of the note requires a co-signer. The requirement for co-signer is a product of the author’s User Class and the set-up of the document in TIU. 
	This is the “point of no return.” Once you select a title, a note will be created for each member of the group. If you exit the program without signing, unsigned notes are created for each member of the group and notifications will appear in CPRS that a note awaiting signature is available for each of these patients. 
	Warning: Objects in boilerplate are problematic for group notes. The first patient on the list gets filled in and then the note text is given to each patient. So, do not use objects in the boilerplate of these notes titles that would be different for each patient. 

	Common Note Text Entry 
	Common Note Text Entry 
	If the note title selected contains boilerplate text, it will appear in the Common note content pane. You may edit the contents of this boilerplate and/or add additional text. 
	Note: When ready, press the New Encounter button to continue to common encounter data Note: Add or modify common note text in the top panel on the right side 
	P
	Figure

	Note: For CACs and ADPACs: When setting up boiler plate that will be used in Group Notes be aware that inserted objects that import specific patient data will not work properly. Do not put TIU objects in this boiler plate. Exceptions to this rule are objects that are general in nature such as the current date. 

	Common Encounter Entry 
	Common Encounter Entry 
	The Group Notes encounter form is customized for group entry. At this point in the program only tabs that would be common to all patients are displayed: 
	P
	Figure

	Encounter Form 
	Encounter Form 
	Fill out the encounter form the way you would normally perform this operation, and then press the OK button. The following dialog will display: 
	The dialog below displays the Encounter information you entered in the Encounter Data for all patients pane. 
	P
	Figure

	Note: Group encounter data appears in the pane below "Encounter Data for all patients" 
	Note: ICD-10-CM Diagnosis information will display if the encounter date is on or after the ICD-10 activation date 
	Note: If you need to enter Encounter data for an individual patient, please see 
	Individual Encounter Entry 
	Individual Encounter Entry 
	Individual Encounter Entry 




	Individual Note Text Entry 
	Individual Note Text Entry 
	When an individual patient is selected, the Additional note text pane becomes active. 
	P
	Figure

	Note: When finished customizing individual notes, press the Edit Encounter button to customize individual encounter data 
	Note: Type information specific to the selected patient in the Additional Note text pane 
	Note: Click in the left pane to repeat for each patient that needs specific note text 
	Note: ICD-10-CM Diagnosis information will display in the pane below "Encounter Data for CPRSPATIENT…" if the encounter date is on or after the ICD-10 activation date 

	Individual Encounter Entry 
	Individual Encounter Entry 
	When an individual patient is selected the encounter form now shows all tabs. 
	Note: Use the Encounter Form dialog to enter Encounter data that applies only to the specific patient 
	P
	Figure

	Note: ICD-10-CM Diagnosis information will display in the pane below 
	"Encounter Data for CPRSPATIENT…" if the encounter date is on or after 
	"Encounter Data for CPRSPATIENT…" if the encounter date is on or after 
	the ICD-10 activation date 
	P
	Figure

	Note: When all data has been entered press the Sign Note button at the top of the screen to display the Sign Note window 
	Note: The individual encounter data in the bottom pane only appears when that patient is selected 


	Group Signing 
	Group Signing 
	When the Sign Note button is pressed the program automatically selects For All Patients. If any encounter data is missing such as service-connected status, the program will prompt you for it at this time. 
	Note: When you sign the note in the Sign Note dialog, you are signing for every patient in the group Note: ICD-10-CM Diagnosis information will display in the pane below 
	"Encounter Data for CPRSPATIENT…" if the encounter date is on or after 
	"Encounter Data for CPRSPATIENT…" if the encounter date is on or after 
	the ICD-10 activation date 
	P
	Figure

	If business rules specify that you need a co-signer, notifications will appear in CPRS to the effect that the expected co-signer has notes ready to sign. 
	After the signature has been accepted, the Group Note has been set up for additional signer(s), the Add Signers button becomes enabled. 
	if 

	Note: You can assign one patient or more than one patient ICD-10-CM Diagnosis information will display in the pane below 

	"Encounter Data for CPRSPATIENT…" if the encounter date is on or after the 
	"Encounter Data for CPRSPATIENT…" if the encounter date is on or after the 
	ICD-10 activation date 
	P
	Figure
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	To add Additional Signer(s): 
	1. 
	1. 
	1. 
	Click the Add Signers button 

	2. 
	2. 
	Select and add additional signer(s) from the Identify Additional Signers Dialog. When finished, click the OK button 


	P
	Figure

	Identify Additional Signers Dialog 
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	Repeat 
	Repeat 
	To return to the patient selection dialog with a clean slate to enter another group note, press the Start New Group Note button. Otherwise press the Exit button 
	Note: Press the Start New Group Note button to start over on a new group Note: ICD-10-CM Diagnosis information will display in the pane below 
	"Encounter Data for CPRSPATIENT…" if the encounter date is on or after 
	"Encounter Data for CPRSPATIENT…" if the encounter date is on or after 
	the ICD-10 activation date 
	P
	Figure

	Patient Selection Dialog 
	Glossary 
	Glossary 
	Glossary 

	ADPAC 
	ADPAC 
	Automated Data Processing Application Coordinator. A VistA software expert who usually works for IRMS. 

	Boilerplate 
	Boilerplate 
	A pre-defined TIU template that can be filled in for Titles, speeding up the text entry process. TIU exports several Titles with boilerplate text which can be modified to meet specific needs; sites can also create their own. 

	TR
	For Group Notes, a title with information that would be common for each member of the group works well. Any TIU objects used in boilerplate are filled in as if for the first patient, so avoid objects in Group Notes boilerplate. 

	CAC 
	CAC 
	Clinical Application Coordinator. A software specialist who usually works for one of the medical center services. 

	CPRS 
	CPRS 
	Computerized Patient Record System. A front-end program that attempts to provide all VistA functionality in a Windows interface. Currently CPRS is being re-written to work in any windowing system that supports a web browser. This will allow users to access VistA from UNIX 

	TR
	and Macintosh based systems. The target date for release of this advanced system is third quarter 2005. 

	IRMS 
	IRMS 
	Information Resource Management Service. 

	TIU 
	TIU 
	Text Integration Utilities. An umbrella package with the purpose of combining all clinical note processing into a single entity. In CPRS, TIU is represented by the Notes tab. 

	VDL 
	VDL 
	VistA Document Library. A service of the Department of Veterans Affairs to provide documentation to all users. Anyone can access the VDL at web address: www.va.gov/vdl/ 
	VistA Document Library. A service of the Department of Veterans Affairs to provide documentation to all users. Anyone can access the VDL at web address: www.va.gov/vdl/ 
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